INSTRUCTIONS FOR THE COST BENEFIT SUMMARY FORM

As used below, the term “e-payment” means payment by credit card, debit card, ACH (e-check), check conversion, or any other electronic payment method.

Part I. Revenue Collections

· The current annual dollar amount of collections and the current annual number of transactions should be based on actual revenues for the past 12 months.  The current dollar amount per transaction is calculated by dividing the current dollar amount of collections by the current annual number of collections.  Use this method if the range of payments received is relatively small.  On the other hand, if range of payments is large (for example, $25 to $10,000), please provide the range rather than the average.  

· The projected annual dollar amount of collections and the projected annual number of transactions should be an estimate of the next 12 months.  This should be based on how you expect business to change in the next 12 months, and should assume the e-payment method you would like to implement is in effect during those 12 months.  If your projections reflect a material change over the current year (either an increase or a decrease), provide an explanation of the assumptions used at the end of the form or on a separate piece of paper.  The projected dollar amount per transaction is calculated by dividing the projected dollar amount of collections by the projected annual number of collections.
Part II. Revenue Collections

· Improved revenue should be the amount of “additional business” that would be coming in if payment can be made by e-payment.  If you do not expect any additional business to result from e-payments, leave this section blank.  If you do expect additional business to result from e-payments, the expected dollar amount of that additional amount of business should be reported here.
· Improved collections should represent the dollar impact of fewer bad checks that cannot be collected.  If e-payments will have an impact, the expected dollar amount should be reported here. (Because we are asking for bad check loss information here, please ignore the Bad Check Loss column in Part III.)
· Faster collections should represent the dollars that will be getting into the bank faster.  If e-payment transactions would be deposited faster than cash and checks, the projected e-payment dollars should be reported here.  If no dollars will be getting into the bank faster because of the acceptance of e-payments, leave this section blank.

Part III. Internal Expenditures  
· Do not report labor cost savings unless staff positions are eliminated.  Although staff might be reassigned to other duties if bad checks are reduced or because other efficiencies come about due to the acceptance of e-payments, there will be no hard dollar cost savings unless positions are eliminated.  Reassigning staff to other positions may very well be a benefit to your office; if so, describe this benefit and the associated dollars in the Request for Approval form.  
· System processing costs are the costs of hardware/software that must be purchased or rented and any other systems related costs that will be incurred.

· If postage or other costs would be expected to decline if bad checks are reduced, you can provide an estimate of those savings in the Other Costs column.  
Part IV. External Costs

· Banking Costs are the costs of maintaining the ePayment solution, such as monthly maintenance fee or billing fees.

· Credit, debit, charge card fees would be the interchange dues and assessments that will be incurred.

· ARU (Automatic Response Unit) or other expenses incurred to maintain ePayment solution.

· Internet or other related expenses includes web transaction fees.

Parts II, III, and IV. 
If you list amounts in any of the “Other” columns, explain somewhere on the form or on a separate piece of paper what those numbers represent (e.g., Postage).
